DEPARTMENT OF THE ARMY
HEADQUARTERS, 266" FINANCE COMMAND
UNIT 29001
APO AE 09007

AEUFC-FAPD 30 August 2004

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Finance Policy Memorandum #9, Reconciling Outstanding Travel Advances

1. References.
a. DFAS —IN Regulation 37-1, January 2000 with changes through March 2003.
b. Standard Finance System (STANFINS) User Manual, March 1997.
c. Windows Integrated Automated Travel System (Win IATS) User Guide, July 2003.

2. Purpose. To establish effective internal controls needed to ensure travel advances are
properly cleared from the accounting records within required time frames to maximize potential
monetary savings to the U.S. Government.

3. Pelicy. Battalion Commanders must ensure outstanding travel advances are reconciled in a
timely manner by doing the following:

a. Develop and publish a battalion standard operating procedures (SOP) manual detailing
exact procedures for performing this function.

b. DAILY: Ensure travel section performs the suspense update on a daily basis. See Win
IATS Users Guide, Chapter 24, Subsection titled “Update Suspense and Print Collection
Letters™. Additionally, refer to DFAS-IN 37-1, Appendix O, for procedures on collecting travel
debts and the flow charts at enclosures 1 and 2. This allows for timely submission of payroll
deduction transactions, as well as ensuring travelers are notified immediately concerning
outstanding and delinquent travel advances.

c. MONTHLY:

(1) Ensure you conduct a monthly joint review between battalion travel section and
battalion accounting. Travel and accounting personnel will jointly match each detail line item
paid on the NSFOP-AVK-602 by comparing the STANFINS data queries (see para 3¢(3)) with a
reconciled IATS suspense listing (see para below) and annotate with codes from enclosure 3.

(2) Prior to monthly joint review, travel section will conduct reconciliation to
compare unliquidated advances with IATS record of travel payments (DD Form 1588) to ensure
the two files match. Research mismatches and update unliquidated advance listing in IATS and
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reprint report. Annotate on report status of all open unliquidated advances for use during the
joint review.

(3) Prior to monthly joint review, battalion accounting section will print out
STANFINS accounts receivables data queries capturing all the program directors (PDs) open
element of resources (EORs) for 4110 and 4610 for their respective battalion versus printing the
NSFOP (AVK-602) report because it does not break out by separate battalions. DFAS-EU has
created individual battalion data queries for this purpose (see enclosure 3).

(4) Schedule a monthly reconciliation meeting with DFAS-EU (battalion liaison
point of contact: DSN 483-7519/7840) to clear liquidated advances that have not cleared in
STANFINS.

(5) Report your total number of outstanding travel advances to Finance and
Accounting Policy Directorate (FAPD) monthly via the Performance Review and Analysis
Report (PRA).

4. Point of contact is 266™ FINCOM, FAPD-Travel Policy at DSN 379-5160/5164.

(e

3 Encls KAREN E. DYSON
1. Recon Flow Chart COL, FC
2. Debt Collection Flow Chart Commanding

3. STANFINS Data Queries and
Reconciliation Codes

DISTRIBUTION:

CDR, 8TH FINANCE BATTALION, UNIT 23731, APO AE 09034

CDR, 39TH FINANCE BATTALION, UNIT 20193, BOX 0026, APO AE 09165
CDR, 106TH FINANCE BATTALION, CMR 475, APO AE 09036

CDR, 208TH FINANCE BATTALION, UNIT 30041, APO AE 09166

CDR, 266TH FINCOM, FWD "A", TUZLA MAIN, APO AE 09789

CDR, 266TH FINCOM, FWD "B", CAMP BONDSTEEL, APO AE 09340
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Listing of DFAS-EU STANFINS Data Queries

1. 8" FB-BB-8FB

2.  BFO-BB-BFO

3. 39" FB - BB-39FB

4. 106" FB — BB-106FB

5. 208" FB — BB-208FB

NSFOP — AVK 602/Data Query Codes Reconciliation

NI - Not in IATS

NM - Not on MMPA
NCV — No CCV Collection
C - Completed

L — Letter and Date

M — Memo and Date

P — To Processing section and date

Enclosure 3
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